RECORDS MANAGEMENT DIVISION

APPLICATION FOR RECORDS RETENTION SCHEDULE D AR MY O SACCHIVES AND FISTORY

INSTRUCTIONS: See Publication No, 76—RM—1 for instructions on completing this form. ‘Forwa'rd signed original to
Department of Archives and Hlstory, Records Management Division, 330 Capltol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduling Section. 1

FOR AGENCY USE 1. Agency Address o FOR RECORDS MANAGEMENT USE
Application Date ‘ Dépa_r tment of Education Application Numbaer
Office of Vocational Education e ‘— 2-“
 Application Number T 3ivision of Pr;)g ram Development - Date Recsived Date Completed
L e en T St D | oy - @) | 1-7.0- 81
2, Person to Contact Workmg Tltla Telephone Numbar

Roslyn Peller : Vocational Evaluation Consultant 656-2547

3. Action Requested

a. [ Establish Retention Schedule: record will continue to accumulate,
b. [l Dispose of present accumulation; no further accumulation anticipated.

Earliest . Latest
| To Date Curriculum Development Research Activities Files

c. O _Amend Application No. ____ ___Check One: [J Change; [ Supercede; O Void o
4. Dates of Series 5. Records Series Title ffollowed by title used in off:ce if different)

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Vocational Evaluation Consultant/Curriculum Development Coordinator is respon-
sible for coordinating the State On-Site Vocational Evaluation System, including

team organization and coordination; team leader training; data analysis; instrument
development; and annual summary report. In addition, this unit monitors contract
activities relating to V-TECS catalog development; and the development of competency-
based vocational curriculum material for new and on-going vocational programs.

The unit provides technical assistance to school systems in evaluation preparation
and curriculum development activities; prepares Requests for Proposals; and conducts
surveys, analyzes data, writes reports and conducts other related activities as
required by the Research Coordinating unit.

1!

8. Monthiy Reference Rate How often are records referred to which are:

7. Record Series Description  This file contains the followmg ‘documents {mclude form numbers and titles, if any):
: Attach samples of the file. -

Documents relating 10° ¢ onqycting surveys and gathering data to determine teacher needs and

to substantiate Requests for Proposals‘for revisions, additions or
updates to existing curricula.
Survey questionnaires and responses; summary total listings; graphs, charts,
etc. illustrating percentage totals; and final reports.

Included are:

File is arranged alphabetical ly by SUbJeCt

9. Annual Rate of Accumulation of Records

One to six months old _d,m Seven to twelve months old —_:; Thirteen to twenty-four months od — . __;
twenty-five months and older = N S e

1Letter§s|ge Jr,afwers — i legalsizedrawers = ______;Shelves__. - ;Other {specify)

t

. AR—50—71; Rev.76 : {Over)



YES

N_Qm 10. Questionnaire (Place an X" in the proper column)

a. Is this the official copy of the series? )
L1 X]. 1 not, where is it? N — L _
X b. Does the series oontam confidential mformatlon requiring secunty handlmg? If yes, oate law or regulation.
X | c. Is this a vital record? o I o .
| X | d. Does this series have historical or logg ‘term research value?
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
N/A documents be scheduled separately? : B ]
| X | | £, fsth nfornviq._mnmlngd in this series ever publ:shed? If yes, attach copy,
g.'ls t nformatlon contained in this series ever analyzed and/or recorded in a summarized report?
X | _If ves, attach copy. e , P
h. Is there a d]JQcataioﬁjhls series in vour offrce or in another offlce or agency?
X If ves, where? _ .
X_| i Isthis serMMmMWMn of it) regularly microfilmed? . - BT
|| X ] _j. Does the record series result in a computer printout?
11. Retentlon Requirements The following requires the series to be kept:
a. State Law - years. d. Audit period years.
b. Statute of limitation years. e. Administrative need 1. years.
c. Federal law years. f. Federal retention instructions " years.

Attach copy or excert of laws or regulations Explain administrative need.

Needed, as back-up for RFP (Request for Proposal) to substantlate the need to 1n1t1ate
project.

12.

Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

O Calendar Year; O Fiscal Year; B Other - See Below - -then,
O Hold in the current files area -—_month(s) ... vyear(s); then

O Transfer to local holding area; hold . _year(s); then

O Transfer to State Records Center;hold - ___year(s); then
O Destroy.

O Transfer to State Archives for permanent retention. .

8 Other (Specify)

Cut off file upon completion of final report; hold in inactive file 1 year; then destroy.

These instructions apply to all prior and future accumulations of the series.

Agepcy Head/Desi Sii ‘r _, Date - | Records Management Officer (Signature) Date
o LI ftder, |11y | 90ethic st Boergunts | 174

_—~State Records Comm:ttee {S.-gnature) ~ Date

Recommendations in para- 7 , :

graph 12 are approved. State Auditor/Designee L"‘——\/d-J\ ' / -7'&&/
{If disapproved, attach letter - : N -

of explanation.) Secrel%temesignee @W M / ""/5 "'8’ /

Attorne; General/Designee O//M ( M // 6 - &/

AR—-50-71; Rev. 76 (Reveru Side)




